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ALBERT 
Email: albert.69332@2freemial.com 

Objective:

To acquire a long term management, Operation and Administrative position,   that will utilize my knowledge, experience and unique abilities that requires creative and innovative approaches, analytical and strategic way of solving problems and to help developed and fulfill company goals.
Work Experience:

Operating System(Windows) / Network Administrator
Yahzennet Computer Shop, Pasay City





January 2005 up to present

· Maintains, troubleshoot and manage the local area networks (LANs) and server.
· Troubleshoots and repairs computer workstations and internet connections with attached peripherals.
· Evaluate and install computer hardware, operating system, networking software, and office software applications

· Perform data backups and disaster recovery operations

· Maintain the server and check for the Virus
· Knowledge in Printing, Scanning, and Faxing.  Can Install/Uninstall 

Data Specialist / Document Controller

SPI Technologies

2004
· Analyzes source document or electronic files 
· Edit /checks job after document analysis
· Maintains an established data distribution system and schedule for the assigned project based upon client.
· Keyed source documents in the client’s online web site
· Batches source documents according to predefined guidelines as well as job specifications and standards

· Proofread keyed source documents according to the job specification
· Modify files based on correction done on edit random printouts
· Assists in preparing of update rules of command base on the client
· Maintains an established data distribution system and schedule for the assigned project based upon client and project. May revise system or schedule as required to ensure timely approvals and distribution of document
· Arranging documents at time of project closeout
· Monitoring of project and Ability to work to deadlines 
Data Entry Operator / Sales
ACE Promotion & Marketing

Pure Gold Las Piñas, Philippines

2003
· Responsible for routinely duties which purchase orders and invoice tracking daily correspondence and preparing of daily and monthly reports

· Develop a unique abilities/strategies to promote our product

· Greet customers with a smile & give good customer service

· Product knowledge and confidently gives the right price

· Knowledge of procedures for operating various office equipment

· Data Encoder / filling
Costumer Service
Jollibee Food Corporation

2002

· Serve & offer assistance to the customers with a smile 

· Make sure that the store is organized, clean  & presentable

· Knowledge of all the products & prices in the store
· Handles properly customer complaints & concerns

· Thanks the customer & ask to come again
Personal Information

Education:

Bachelor of Science in Business Administration – Major in Computer Data Management and Processing (CDMP)

Lyceum of the Philippines, Intramuros, Manila







Graduated - April 2002

Qualification and Summary Skills

Document Specialist / Controller / Admin Support. Have an ability to troubleshoot software and hardware problems. Proficient in keyboard skills and a working knowledge of MS Windows and related word processing, spreadsheet, and database software. Basic knowledge on graphics design using Adobe Photoshop CS2. 
Professional, spontaneous and dedicated with positive attitude in every task, able to handle multiple assignments even under high pressure, energetic and flexible can work with a minimum supervision. Highly organized and attentive to details. Good command in English language.
ON VISIT VISA expired on Dec 28, 2008

•28 years old  • born on October 25, 1980   • Filipino   • Married        
• Roman Catholic   • stands 5’9”   • weigh 140 lbs. 








